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PURPOSE: .01 The Professional Research and Teaching Leave
Program (PR&TL) enhances and promotes the
continuing professional growth of  Laboratory
employees through part ia l ly subsid ized leaves that
enable them to study, conduct research, or teach at
insti tut ions in the Uni ted States and abroad.

PROGRAM PARAMETERS: .02 All  costs associated with a PR&TL appointment are
borne by the sponsor ing organization.  I f  an
employee is asked to sign a patent agreement by the
organization visited, he or she must contact
Laboratory Counsel (LC) for guidance.

.03 To be el igible for PR&TL the candidate must

Be a recognized expert in the discipl ine.

Have made outstanding contr ibutions to
Laboratory ef forts.

Have a f irm plan for research, study, or
teaching that is re levant to the interests of  a
Laboratory program and to the individual ’s
expert ise.

Be a regular ful l- t ime exempt employee with a
minimum of 4 years of  continuous regular ful l-
t ime employment before the appointment or
since the last PR&TL.  Former employment at
other University of  Cali fornia faci l i t ies is not
counted as employment credit in satisfying the
required 4 years.

.04 Deleted.  See .16.

LENGTH OF LEAVE: .05 The minimum per iod of  PR&TL leave is 1 month;
the maximum is 12 months,  not necessar i ly
consecutive.  However, i f  an individual proposes to
return to work status intermit tently dur ing the
PR&TL leave, this issue must be addressed in the
leave request and be approved in advance.
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.06 If  an individual has previously had a PR&TL
appointment for less than 12 months, a subsequent
request may be made for the remainder of  the
or iginal 12 months available but not used.

LABORATORY SUPPORT:

Travel/Household Goods .07 Travel expenses and shipment of  household goods
Shipment are not re imbursed by the Laboratory.

NOTE:   Although the Laboratory does not
reimburse travel expenses, an employee
consider ing a foreign PR&TL assignment must
complete and submit to the Travel Group (FIN-
8) a Request for Approval of  Off ic ia l Foreign
Travel (Form DOE F 1512.1, avai lable f rom
FIN-8) to obtain Department of  Energy (DOE)
approval for  the tr ip. See the Travel Home Page.

Salary .08 An employee on PR&TL leave receives a
percentage of  his or her regular salary f rom the
Laboratory according to the fol lowing schedule:

Years of  Service
or Since Last

PR&TL
Less than 6

Month Leave
6-12 Month

Leave

4 89% 44%
4.5 100% 50%

5 100% 56%

5.5 100% 61%

6 100% 67%

7 100% 78%

8 100% 89%

9 or more 100% 100%

.09 Deleted.

.10 The sponsor ing organization may, at i ts option,
propose to pay less than �  the salary �  specif ied
in the schedule above.  However, the organization
may not reduce i ts level of  support af ter the leave
is approved.

http://bus.lanl.gov/bus1/travel/travel.htm
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Salary Increases .11 Employees on PR&TL are el igible for  increases
during salary review and should receive the same
consideration given regular, ful l- t ime and part- t ime
employees.  PR&TL st ipends wil l  increase by the
same percentage as the salary increase.

Retirement Service .12 Service credit for  Public Employees’  Retirement
Credit  System (PERS) and University of  Cali fornia

Retirement Plan (UCRP) is determined by the
monthly percentage of  the base salary paid to an
individual.  Thus, the reduction of  the base salary
causes a corresponding reduction in service credit
to either ret irement plan.  Individuals should
contact the Benef i ts Group (PS-3) to discuss this
aspect before they pursue PR&TL.  Employee
contr ibutions to  ret irement are withheld based on
the salary paid.

Benefits .13a An employee on PR&TL does not accrue vacation
or sick leave.  The employee may retain any
Laboratory insurance plans previously obtained
through PS-3.

SECURITY CLEARANCE: .13b Unless DOE approves an exception, DOE requires
that an employee’s secur ity c learance be terminated
when the employee is on PR&TL for a continuous
period of  more than 90 calendar days.  For more
information, see AM 702.

APPLICATION:

Lead Time .14 Because of  the t ime required for processing and
obtaining approvals, PR&TL requests must
be submitted 3 months before the proposed
beginning date.

Procedure .15 The candidate prepares application mater ia ls for
the Special Employment Programs/Services Group
(HRD-2) with a memorandum addressed to the
HRD-2 Group Leader.  The memorandum must
include

http://admin_manual.lanl.gov:1500/pdfs/adm/am702.pdf
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Name of the insti tut ion where the employee wil l
teach or study and the person with whom
arrangements have been made.

Specif ic  dates of  the leave requested.

Descr ipt ion of  the work to be performed.

Descr ipt ion of  the professional benef i t  that the
leave is expected to br ing to the applicant.

Statement of  the immediate and long-range
benef i ts that may be expected to accrue to a
specif ic  Laboratory program.

A statement of  intention to  return to the
Laboratory at the conclusion of  the leave.

Specif ic  dol lar  amounts of  fe l lowships,
scholarships, salary, or other st ipends.

Specif ic  detai ls on travel re imbursement.

NOTE:  I f  the candidate antic ipates foreign
travel for  the host inst i tut ion,  the application
should also include the name of the inst i tut ion
to be visited, the approximate dates of  the
foreign travel, and a br ief  descr ipt ion of  the
nature of  work to be performed.  A Request for
Approval of  Off ic ia l Foreign Travel (Form DOE
F 1512.1) must  be init iated at least 45 days in
advance of  any foreign travel (60 days for
sensit ive travel) ,  even if  the travel was not
antic ipated at the t ime of application.  See the
Travel Home Page.

.16 The candidate submits the PR&TL request to his or
her group- level manager.  The group- and division-
level managers of  the sponsor ing organization must
evaluate the request in view of the purpose of  the
program, el igibi l i ty, and benef i t  to the Laboratory.
Copies of  this evaluation are sent to the employee
requesting the leave and to the cognizant Associate
Director (AD).

.17 If  the group- and division- level managers support
the PR&TL, the part ic ipant and management
develop a writ ten plan addressing (1) the
performance evaluation and possible salary increase
for the per iod of  the PR&TL and (2) the work
assignment when the part ic ipant returns to the
Laboratory, with possible ut i l izat ion of  the newly
acquired ski l ls.  While agreement by al l  part ies is
not a prerequisite, the plan should c lear ly state in

http://bus.lanl.gov/bus1/travel/travel.htm
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what areas agreement could not be reached.  The
AD should also receive a copy of this plan.

.18 The AD receives the application mater ia ls, the
memo to the HRD-2 Group Leader, the group- and
division- level managers’  evaluation of  the request,
and the writ ten plan that the candidate and his or
her management developed for the PR&TL.  I f  the
cognizant AD approves the leave, the request is
sent to HRD-2 for �  f inal approval. �  HRD-2
coordinates the f inal detai ls of  the leave and
furnishes the employee with needed information.

Conflict of Interest .19 Depending on the PR&TL assignment, an Outs ide
Activi ty Permission Request Form (Form 701) may
also be required.  See AM 716 and AM 717.

http://admin_manual.lanl.gov:1500/pdfs/adm/am716.pdf
http://admin_manual.lanl.gov:1500/pdfs/adm/am717.pdf

